
Teachers’ Resource for



Skills KG 1 2 3 4 5

1. Computer Basics

About Computer - A Machine I R R R R R

Uses/ Applications of Computers I R M

Computer Functioning I R R M

Computer Hardware and Language I R R R R M

Storage Devices and Uses I R R R M

2. Digital Literacy and Competence

Using Computer Functions I R R R R R

Using Mouse and Keyboard I R R R M

Using Windows 10 Operating System I R R

MS Word 2016 I R R R

MS PowerPoint 2016 I R R

MS Excel 2016 I R

Working with Media I

Using Computer Network I R

3. Computational Thinking

MS Paint I R

Paint 3D I R

Algorithm and Flowchart I

QBasic I M

4. Coding and Programming Programming in Scratch I R R R R

5. Internet and Cyber Safety

Using Internet – Network of Networks I R R R R R

Uses of Internet I R R

Connecting to Internet I R R

Internet Web Browser I R

Multimedia and Internet I R R

Cyber Health and Assistive Technology I R R

These are the set of skills you will be working on in this series from Kindergarten to Class 5 
(I=Introduced R=Revisit M=Mastered)

The topics, which have not been mastered till class 5 will be covered in the later classes.
Digital support with each book will help in quick recapitulation of the concepts learnt. 



These are the set of skills you will be working on in this series from Kindergarten to Class 5 
(I=Introduced R=Revisit M=Mastered) Unit-1 Computer Basics

	 Categories of Computers
	 Storage Devices

Discussion questions
Which type of computer is a speedometer of a car?
What are the features of mainframe computers?
What are flash memory devices?
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Skills                                                                          
	z Identifying the types of computers
	z Understanding the difference between analog, digital and  

hybrid computers
	z Learning the features of different types of computers               

Learning Goals
	z Knowledge of different types of computers
	z Understand the use of different computers according to their features
	z Compare the size and working capacities of computers 

Step by Step Method
	z Show the pictures of different computers to the students. Tell them different 

types of computers are used at different places. Ask them if computer systems 
used in schools and research organizations will be the same.

	z Read the lesson and explain the features of different types of computers. 
	z Engage students with the topic by asking them to find out more about the types 

of computers.

Categories of Computers1

Give examples of different types of computers. You may bring pictures of these 
computers  and show them to the students as you proceed with the chapter for 
better understanding.

55

Since the advent of the  rst computer, different types and sizes of computers are 
being developed. Computers can be as big as occupying a large building and as 
small as a laptop or a microcontroller in a smart phone. 

Depending upon the ways the data can be handled, computers are basically classi ed 
into three categories (a) Analog (b) Digital and (c) Hybrid. 

ANALOG

Embedded Micro Mini Mainframe

WorkstationsLaptopProgrammable

Super

DIGITAL HYBRID

Analog Computer

Analog Computers

Analog Computers measure 
things. In these, data or 
numbers are represented in 
the form of continuously 
varying physical quantities 
such as pressure, tempe-
ratture, voltage and current. 

For example: Speedometer of 
a car and Gasoline pump. 

Types of ComputersTypes of Computers11

Unit 1: Computer Basics
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	z Read the remaining lesson with the students, exploring each component as the 
lesson guides. Discuss features and allow students to ask questions. 

Learning Outcomes
The students will be able to:

	z Distinguish computers depending on the ways it can handle data
	z Understand the different factors for consideration when selecting a computer
	z Manipulate the use of different types of computers  

ICT Vocabulary

Analog  Digital  Hybrid  Mainframe  Embedded computers
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Categories of Computers1
Printable/Photocopiable Assignments

Assignment-1

A.	 Tick () the correct option. 
1.	 The computers typically used at homes or offices .

i) Mainframe computers	 ii) Personal computers	 iii) Embedded computers

2.	 Which of these is a small and light weight computer that can be carried around?

i) Laptop	 ii) Desktop	 iii) Mainframe	

3.	 This computer can carry out trillions of operations per second.

i) Mini	 ii) super	 iii) Micro

4.	 A handheld device that is used primarily for reading an e-book

i) Resize	 ii) New	 iii) Move

5.	 A special purpose computer that is a part of a machine.

i) Laptop	 ii) embedded	 iii) smartphone

B.	 Fill in the blanks

1.	 ______________ and _____________ are two types of personal computer

2.	 A ______________ computer usually sits in one place on desk.

3.	 ______________ computers can operate on batteries or a power supply or both.

4.	 ______________ are Internet enabled phones.

5.	 A _______________________ can store and play digital media.

C.	 Write t for ‘true’ and f for ‘false’

1.	 A notebook computer is the largest compter.�

2.	 A desktop computer can be carried out.�

3.	 A game console is used to play games.�

4.	 PARAM i s a supercomputer manufactured in India.�

5.	 Microsoft’s Xbox 360 is a server.�
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D.	 Answer the following questions.
1.	 Write a short note on notebook computer.

	

	

2.	 Differentiate  between a tablet and a smart phone.

	

	

3.	 Write full form of PDA.

	

	

4.	 What are game consoles?

	

	

5.	 Write the difference between mainframe computer and super computer.

	

	

6.	 How many categories of computers are there?

	

	

7.	 Which type of computer is the speedometer of a car? 

	

	

8.	 What are the features of a mainframe computer? 

	

	

9.	 What does PDA stand for?  
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10.	Write the differences between supercomputers and microcomputers.  

	

	

E.	 Give one word answer
1.	 The computer also known as personal computer.� ___________________

2.	 The light weight computer that can be carried around.� ___________________

3.	 Super computer manufactured in India.� ___________________

4.	 An electronic version of printed book.� ___________________ 

F.	 Match the column 
a)	 Hybrid computers               	 classified into five basic types  

b)	 Digital computers                	 used in the meteorology department  

c)	 Mini computers                   	 monitor the amount of paper in the printer  

d)	 Embedded computers        	 based on the original IBM PC design  

e)	 PC compatible                      	 have less data and storage capacity 
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Skills
	z Understanding the uses of storage devices
	z Differentiating between different types of storage devices

Learning Goals
	z Knowledge of primary and secondary storage devices 
	z Understand the features of different storage devices
	z Identify storage devices that are no longer in use 

Step by Step Method
	z Revisit the concept of storage devices by asking the students to name a few. 
	z Bring in a range of storage media and ask them to identify each one and share 

what they know about them.
	z Explain the differences between primary and secondary storage devices. 

Explain the different types of storage devices with the help of the flowchart.

Storage Devices2

Explain the students what secondary storage devices are. Discuss how some of 
the devices have become redundant with the development of new technology. 
To make this point clear ask the students whether they would like to buy an 
older version or a newer version of an electronic item such as a television. Ask 
them to state the reason. Obviously latest version would be preferred as it will 
have more and better features.
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	z Use questioning techniques to gauge how much students have understood so 
far. Some questions that could be asked include:

	z What are the main types of secondary storage? 
	z How do CD’s and magnetic medium differ in how they store data? 
	z What are RAM and ROM)?

Learning Outcomes
The students will be able to:

	z Define storage devices
	z Distinguish between RAM and ROM
	z State the functions of storage devices
	z Understand the different factors for consideration when selecting a storage 

device

ICT Vocabulary

RAM  ROM  Flash memory devices  Magnetic disk
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Storage Devices 2
Assignment-2

A.	 Tick () the correct option. 
1.	 The device that holds memory for short periods.

i) Primary storage	 ii) Secondary storage	 iii) Hard disk     

2.	 Magnetic strips are the most common types of 

i) Sequential Access Devices	 ii) Flash memory Devices

iii) Direct Access Devices

3.	 Which of these is not an example of optical disk?

i) DVD	 ii) CD-Rom	 iii) Floppy disks

4.	 It is also known as internal memory

i) RAM	 ii) USB	 iii) ROM 

5.	 It uses laser technology to read and write data 

i) optical disks	 ii) magnetic discs		  iii) ash memory devices  

6.	 The auxiliary storage of a computer  

i) primary	 ii) secondary		  iii) SRAM

B.	 Fill in the blanks.

1.	 ________ storage holds memory for short periods when the computer is on.

2.	 ________ storage is also known as external memory and auxillary storage.

3.	 ________ disks use lasers and lightstechnology to read and write data.

4.	 Direct Access Device stores data in discrete locations with a unique ________.

C. State the use of each:

1.	 Optical disks� ____________________  __________________

2.	 Memory storage devices� ____________________  __________________

3.	 Magnetic disks� ____________________  __________________
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D.	 Answer the following. 

1.	 What are the differences between primary and secondary storage devices?

	

	

2.	 What are magnetic disks?

	

	

3.	 Define storage devices. 

	

	

4.	 Write differences between primary and secondary storage devices. 

	

	

5.	 What are flash memory devices? 

	

	

6.	 What are magnetic disks? 

	

	

7.	 Write features of the first USB drive. 

	

	

E.	 Write full forms of the following:  

PC		 ---------------------------------------------------------------------------- 

IBM 	 ----------------------------------------------------------------------------

RAM 	 ----------------------------------------------------------------------------

ROM	 ----------------------------------------------------------------------------
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DRAM		  ----------------------------------------------------------------------------

SRAM		  ----------------------------------------------------------------------------

CD			  ----------------------------------------------------------------------------

DVD 		  ----------------------------------------------------------------------------

USB 		  ----------------------------------------------------------------------------

MB 		  ----------------------------------------------------------------------------
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Unit-2 Digital Literacy
	 Working with Media 
	 Word Processor 
	 MS PowerPoint 2016

Discussion questions
	 What is Multimedia?
	 How can you create videos in the Photos 

application?
	 Which program helps create presentations?
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Skills                                                                          
	z Working with media files in Windows 10
	z Understanding what can be done with media applications
	z Creating audio and video files

Learning Goals
	z Knowledge of multiple commands on Microsoft Word 2016 opening screen
	z Understand the components  in Microsoft Word 2016
	z Using multimedia to construct and convey knowledge

Step by Step Method
	z Explain the students what multimedia is. Explain how it comes preinstalled or 

can be installed in Windows 10.
	z Ask a group of students to create a digital movie to demonstrate a procedure.

 

1919

3. Choose the videos or images you want in the new video.

4. Click on Create button. 

5. Now the images and videos you have added can be seen and reordered in the 
Storyboard area. 

6. You can also trim the added videos as required. You can add 3D effects, text,  lters 
and many other things in the video.

7. Press the play button to view the video.

33

3

5

6

5

4
Working with 

Media3

Explain the students how to create the video in Windows 10. Help them add 3D 
effects, text and filters form the storyboard area. You may suggest them to first 
make a video of short duration such as for 10 to 15 seconds. Ask the students 
to practise this useful skill.
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	z Guide them how to use an image editor to edit or manipulate images, pictures 
and other graphics. 

Learning Outcomes
The students will be able to:

	z Represent computer information through audio, video and animation
	z Create an audio or video multimedia file in Windows 10
	z Manipulate the multimedia files  

ICT Vocabulary

Multimedia  Adobe Photoshop  Paint 3D 
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Working with Media3
Assignment-3

A.	 Tick () the correct option. 
1.	 Multimedia is representation of computer information through

i) Animation	 ii) Video	 iii) both of these

2.	 e)	 It offers different ways to work with media files 

i) windows 8           	 ii) windows 9                	 iii) windows 10   

3.	 Which of these is not an example of multimedia?

i) CD	 ii) USB drive	 iii) Word file

4.	 Groove music is a feature in 

i) Windows 8	 ii) Windows 10	 iii) Windows XP

5.	 Which of these is an image editor program?

i) Adobe photoshop	 ii) MS Excel	 iii) PowerPoint

6.	 It enables users to edit images or graphics

i) MS Paint              	 ii) MS Word                    	 iii) Paint 3D

7.	 To create an audio file, the computer should be connected with 

i) speakers               	 ii) microphone               	 iii) ear pods

8.	 The Films and TV app is an updated application of 

i) Windows media player	 ii) adobe photoshop          	 iii) multimedia

9.	 Images and videos can be seen and reordered on the  

i) play area                 	 ii) drawing area               	 iii) storyboard area   

B.	 State true or false.
1.	 Audio and video are storable media.�

2.	 Groove Music is a new version on windows 10.�

3.	 We cannot play the audio file from the file explorer. �

4.	 Voice recorder is a software program to edit and manipulate images.�

5.	 You can customise the system tray in the Notification area.�
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C.	 Answer the following.
1.	 What is multimedia?

	

	

2.	 How can you manipulate images using Image Editor software? 
	

	

3.	 Write the steps to create an audio file in Windows 10.

	

	

4.	 Which is the most popular image editor software? 

	

	

D.	 Write any two names/examples of each of the following:
1.	 Audio players 	 ________________________________________

2.	 Video players 	 ________________________________________

3.	 Image editor 	 ________________________________________
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Skills
	z Opening MS Word 16 in Windows 10
	z Understanding how to modify text document
	z Learning the tips for rapid typing using keyboard

Learning Goals
	z Knowledge of multiple commands on Microsoft Word 2016 opening screen
	z Learning advanced skills in Microsoft Word 2016
	z Learning how to type quickly using keyboard

Step by Step Method
	z Revisit the use of Microsoft Word Program. Tell the students that the Microsoft 

Word is a computer program to create, edit and produce text documents. Explain 
the basic features of MS Word 2016. 

	z Engage students with the topic of rapid typing. Tell them that it is an important 
skill. Help them practice more and more of this skill. Now ask them to type a 
paragraph as you dictate it.

	z Now teach them to modify the text by adding or removing some words and 
finding and replacing some words.
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CORRECT MISTAKES BY RIGHT-CLICKING
1. Right-click on the underlined text.

A menu appears showing possible corrections.

2. Click and select the correct spelling.

Finding and Replacing Text

The Find command is used to  nd a particular word in a document.

The Replace command is used to replace a particular word with another. 

1. Click at the beginning of your document.

2. Click on Home tab on the Ribbon.

3. Click on Replace button.

To ignore error, click on Ignore All 
for all instances of the error.

2
3

Word Processor4

Mark a paragraph from a Science book and ask the students to type 
it on a word document. Now ask them to find and replace a word. 
Then ask them to Spell check and Grammar check the paragraph and 
correct mistakes by following the steps as mentioned in the book.
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	z Guide them to review the spelling and grammar errors on the right pane and 
how to accept them if they are valid.

Learning Outcomes
The students will be able to:

	z Create a simple word document in Microsoft 2016
	z Modify Word document 
	z Correct spelling and Grammar mistakes
	z Use all ten fingers to type quickly on a keyboard

ICT Vocabulary

Word processing  Graphics  Find and Replace  Grammar check  Toggle case    
Home keys

32

On the keyboard, your  ngers must be in the middle row of your keyboard which are 
known as “home keys”.

Always put your  ngers back on the ‘home keys’ after pressing any key.

Caps Lock, Space Bar and Enter Keys
Click on the CAPS LOCK key to make it ON so that you can write in capital letters. 
You can press the SPACE BAR to make a gap between two letters. 

Little  nger of 
your right hand.

Your Thumb

Index  nger of 
your left hand.

Index  nger of 
your right hand.

Middle  nger of your right hand.Middle  nger of your left hand.

Slide your index  nger to the upper row from F and J respectively.

Once the key is pressed remember to put 
your fingers back on the home keys.

REMEMBER

Explain the students that rapid typing is a very helpful skill. Ask them to 
practice typing using all ten fingers as mentioned in the chapter. You may 
give a dictation test in the computer lab to check who completes typing the 
paragraph using the least time and with minimum errors.



21

Word Processor 4
Assignment-4

A.	 Tick () the correct option. 
1.	 A software used for writing text is

i) Windows	 ii) Presentation	 iii) Word Processor
2.	 The blinking vertical line on the document is

i) Character	 ii) Pointer	 iii) Insertion point
3.	 Font size is measured in

i) Points	 ii) Cm	 iii) Meter
4.	 These help to move the page up and down or across.

i) Zoom slider	 ii) Toolbars	 iii) Status bar
5.	 It helps the user to enhance vocabulary in a document by providing synonyms 

i) thesaurus               	 ii) graphics                      	 iii) spell checker 
6.	 This feature checks grammatical errors in the text

i) spell checker        	  ii) title bar                       	 iii) grammar check
7.	 Change case helps to change the text 

i) paragraph              	 ii) style                             	 iii) case 
8.	 We can press the spacebar with 

i) index finger          	 ii) little finger                  	 iii) thumb
9.	 This key helps to remove or delete the typed data 

i) enter                   	 ii) caps lock                 	 iii) backspace

B.	 Fill in the blanks.
1.	 _________________ is a software program that is capable of creating, storing and 

printing documents.

2.	 The ____________________ command on the Quick Access Toolbar is used to 
undo your actions. 

3.	 The _____________ command is used to replace a particular word with another.

4.	 When we apply ____________ case the small letter becomes capital and capital 
becomes small.

5.	 ________________ allows you to insert illustrations, graphics and pictures into a 
document.
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C.	 State the role of each:
1.	 Status bar� __________________________________________

2.	 Window icons� __________________________________________

3.	 Toolbars� __________________________________________

4.	 Scroll bars� __________________________________________

5.	 Quick Access toolbar� __________________________________________

6.	 Spell check� __________________________________________

D.	 Write the steps.
1.	 To insert or remove text in a document

___________________________________________________________________

___________________________________________________________________

2.	 Change the text case in the document

___________________________________________________________________

___________________________________________________________________

3.	 Find and replace text in the document

___________________________________________________________________

___________________________________________________________________

E.	 Answer the following question: 
1.	 Explain the Word Processor. In how many languages is Microsoft Word Proces-

sor available?

___________________________________________________________________

___________________________________________________________________

2.	 What are the features of a Word Processor?

___________________________________________________________________

___________________________________________________________________

3.	 Explain the text case. 

___________________________________________________________________

___________________________________________________________________

4.	 What is rapid typing?

___________________________________________________________________
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___________________________________________________________________

5.	 What are home keys? Write the names of them.

___________________________________________________________________

___________________________________________________________________

6.	 What are the steps to insert or remove text in a document?

___________________________________________________________________

___________________________________________________________________

7.	 Write the steps to change the text case in the document.

___________________________________________________________________

___________________________________________________________________

8.	 Write the steps to find and replace text in a document.

___________________________________________________________________

___________________________________________________________________

F.	 Write shortcut keys for the following actions:
Copy 		  ________________________ 

Paste 		  ________________________

Cut 		  ________________________ 

Undo 		  ________________________

Redo 		  ________________________

Select all 	 ________________________

Bold 		  ________________________ 

Print 		  ________________________ 

Save		  ________________________ 

G.	 Match the symbols with Word Processor features.
Column A –  

Column B –  thesaurus    Spell checker    Print document    delete text
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Skills
	z Understanding the applications of PowerPoint
	z Creating a presentation with Design theme
	z Formatting and saving a Presentation
	z Applying and modifying transitions between slides               

Learning Goals
	z Knowledge of creating presentations with different design themes
	z Learn advanced skills in PowerPoint 2016
	z Learn about the different views of a presentation

Step by Step Method
	z Revisit the concept of PowerPoint program. Tell the students that PowerPoint 

is multimedia presentation software to create presentations which may include 
text, graphics, sound, animation and videos.

	z Explain the functions of the different elements of PowerPoint window.
 

	

MS PowerPoint 20165

Explain the students the elements of the PowerPoint opening screen. You 
may take a quiz by pointing out at an element on the PowerPoint window 
and asking one student to identify it and then another student to speak 
about its function.
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	z Explain the roles of the different icons on the taskbar above the clock.
	z Guide them that the transition effect between slides should not be too fast if 

each slide has a lot of text, as the reader won’t be able to read it.

Learning Outcomes
The students will be able to:

	z Create a PowerPoint presentations
	z Identify and apply the different elements of PowerPoint App window
	z Format the text in the slide
	z Insert pictures, animation effects and change slide layout
	z Present slide show in different ways using keyboard shortcuts

ICT Vocabulary

Slide show       Formatting    Slide sorter        Outline view        Transition effects       

42

Selecting Text
Whenever you want to perform any action with the text in the presentation, you have 
to select that text or a group of text. The selected text appears highlighted on your 
screen.

 To select a word: Double-click on that word
To deselect the text, click outside the selected area.

To select a sentence: Triple-click on the sentence you want to select.
C
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To select any amount of text: Position the mouse pointer (  ) over the  rst word you 
want to select and drag the mouse pointer (  ) over the text you want to select.

42

Selecting Text
Whenever you want to perform any action with the text in the presentation, you have 
to select that text or a group of text. The selected text appears highlighted on your 
screen.

 To select a word: Double-click on that word
To deselect the text, click outside the selected area.

To select a sentence: Triple-click on the sentence you want to select.
C
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To select any amount of text: Position the mouse pointer (  ) over the  rst word you 
want to select and drag the mouse pointer (  ) over the text you want to select.

A lot of practice is required to master this skill. Ask the students to practice 
it many times before moving to the next topic. 
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MS PowerPoint 2016 5
Assignment-5

A.	 Tick () the correct option. 
1.	 This is a presentation program developed by Microsoft

i) Word	 ii) Flash	 iii) PowerPoint

2.	 The view that shows miniature version of the slides is

i) Outline view	 ii) Normal view	 iii) Slide Sorter view

3.	 To change the view click on this icon on the ribbon.

i) View	 ii) Animations	 iii) Transitions

4.	 The container in layout which holds contents is called

i) Place holder	 ii) Clip art	 iii) Animation

5.	 Formatting options are present in

i) title bar                	 ii) ribbon                       	 iii) home tab  

6.	 The number of built-in layouts in MS PowerPoint 2016 is 

i) 7                               	 ii) 8                                   iii) 9

7.	 The best way to add transitions is to use  

i) slide sorter view          	 ii) normal view             	 iii) outline view

8.	 A special sound or visual effect that can be added to the object in a slide is  

i) illustrations              	 ii) graphics                        iii) animation  

B.	 Fill in the blanks.

1.	 A presentation is also known as _________________.

2.	 The _________ tab on the PowerPoint app window displays commands such as 
New and Open.

3.	 ______________ effects control how the slides appear on the screen when you 
play the slide show.

4.	 _______________ is a special sound or visual effect that can be added to the 
objects on a slide.
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5.	 _________ view allows you to view the presentation as if it were being presented.

6.	 We can use the command _____________________ to show the pointer when 
the slide show is on.

C.	 Write whether the statements are true or false

1.	 A PowerPoint program is used to create presentations.�

2.	 View button is present at the top of the window.�

3.	 A presentation can be made up of a single slide only.�

4.	 The slides are viewed as thumbnails in a slide show.  �

5.	 We can insert online pictures in MS PowerPoint 2016.�

6.	 Status bar displays the notes for the current slides.�

D.	 List the names of types to view a presentation.

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

E.	 Answer the following question:

1.	 What is PowerPoint?

___________________________________________________________________

___________________________________________________________________

2.	 What is slide transition?

___________________________________________________________________

___________________________________________________________________

3.	 Explain clipart. Why do we use it in a presentation? 

___________________________________________________________________

___________________________________________________________________
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4.	 What is a slide show?  

___________________________________________________________________

___________________________________________________________________

F.	 Write down the steps to add an online picture to a slide.

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________
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Skills
	z Opening MS Excel 16 in Windows 10
	z Sort, organize, interpret and display information through  

spreadsheets
	z Understanding how to open, save and close the program

Learning Goals
	z Knowledge of multiple commands on Microsoft Word 2016 opening screen
	z Identify the parts of a MS Excel spreadsheet
	z Learn how to enter data in an active cell in a spreadsheet

Step by Step Method
	z Explain the students that Microsoft Excel is a spreadsheet program which helps 

to sort, interpret and display information through spreadsheets, graphs and 
databases. Show them some Excel sheets to better understand its usage in 
maintaining ledgers, accounts and records. 

	z Teach them to enter text, save document, give it a title, open and close a file.

Introduction to MS 
Excel 20166

Explain the students the role of different tabs and commands of the 
Microsoft Excel’s opening screen. You may take a quiz by pointing out at 
a tab on the Microsoft Excel window and asking one student to identify it 
and then another student to speak about it.
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	z Explain the basic features of MS Excel 2016. Explain the new features in 
Microsoft Excel 2016 as compared to the older version. 

Learning Outcomes
The students will be able to:

	z Create a simple spreadsheet in Microsoft Excel 2016
	z Identify the different tabs and commands on the MS Excel’s opening screen
	z Efficiently input information in MS Excel
	z Save the program without losing any data

ICT Vocabulary

Spreadsheet  Blank workbook  Active cell  OneDrive  Tree map chart      
Waterfall chart

6565

Entering Data in the Worksheet

In a worksheet, you can enter data in the form of numbers or text by just clicking on 
a cell and begin typing. 

1. Click on the cell and the data.

1

2. To move down one cell, press Enter key.

3.   Repeat steps 1 and 2 until you  nish entering all your data.

The data you type 
appears in the active cell 
and in the Formula bar.

3

You can also press arrow keys from keyboard to enter the data and move one cell in any direction.

REMEMBER

Explain the students one detail at a time. Once they learn how to enter 
data in a cell, explain them how they can increase the size of the cell or 
go to the next cell. 
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Introduction to MS Excel 2016 6
Assignment-6

A.	 Tick () the correct option. 
1.	 A spreadsheet program developed by Microsoft

i) Word	 ii) Flash	 iii) MS Excel

2.	 The basic work area in an MS Excel workbook is known as

i) Placeholder	 ii) Slide	 iii) Spreadsheet

3.	 The box that displays the address of the current cell is 

i) Name box	 ii) Formula bar	 iii) Cell box

4.	 The cell highlighted with dark black border 

i) Selected cell	 ii) Active cell	 iii) Current cell

5.	 This tab is used to shift from sheet to sheet 

i) Worksheet tab       	 ii)Title bar            	 iii) Command tab 

6.	 To move down one cell, press this key 

i) Shift                         	 ii) Ctrl                     	 iii) Enter   

B.	 Fill in the blanks.
1.	 ___________________ is a popular spreadsheet program.

2.	 The currently selected cell is known as the ______________ cell.

3.	 The _____________ bar displays the name of the program document.

4.	 ______________ toolbar contains save, undo, and redo options.

5.	 ____________ are the horizontal and vertical lines in a worksheet.

6.	 The rows and columns intersect to form __________________ .

C.	 State true or false.
1.	 MS Excel is presentation software.�

2.	 The status bar is located at the top of the worksheet window.�

3.	 Rows and columns are collectively called workbook.�

4.	 By default a workbook contains three worksheets.�

5.	 We can insert online pictures in MS PowerPoint 2016.�
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D.	 Answer the following question:  
1.	 What is MS Excel? How is it useful?
	
	
	

2.	 Name the different components of Excel Window.
	
	
	

3.	 Explain the different features of MS Excel.
	
	
	

4.	 What is the use of the ‘Tell Me’ feature in Microsoft Excel 2016?
	
	
	

E.	 Match the column.   
Name box Vertical and horizontal lines that divide the sheet into 

rows and columns 
Grid lines display the location or name of an active cell
Power query displays a thick border 
Active cell Prompted to save a file on an online location 
Share button can pull data from various sources for analysis 

F.	 Write shortcut keys for the following functions used in MS Excel.  

1.	 Open an existing file   	 __________________________

2.	 Close a workbook       	 __________________________

3.	 Move down one cell   	 __________________________  

4.	 Move up one cell        	 __________________________

5.	 Move left one cell       	 __________________________
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Unit-3 Computational Thinking
	 QBasic

Discussion questions
What is a QBasic program?
What do the commands CLS and LET mean in 
QBasic program?
How can you write a QBasic program?
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Skills                                                                          
	z Starting QBasic program 
	z Understanding the two parts of QBasic window
	z Learning QBasic commands and syntax               

Learning Goals
	z Understanding that QBasic is a  programming language
	z Learning some of the QBasic commands and how to use them

Step by Step Method
	z Talk about how a set of instructions are necessary for a computer to perform. 

This set of instructions is called a programming language.
	z Explain the full form of QBasic. Tell the students that QBasic is a programming 

language. It is the most popular computer language for the beginners.
	z Explain them some of the QBasic commands and how to use them. 

 

QBasic7

Explain the students how this program will be executed. You may ask them 
to write a similar output by using the Print command. Check if the students 
have closed the message in quotes and variable name with semicolon.

7373

Input

The INPUT statement is used to assign the value or data to variable at the time of 
execution. For example, when user runs the program, the question mark (?) appears 
on the screen to get the value of a variable.

Syntax: INPUT  “Message”; <variable> Enter

For Example,

INPUT “enter the number”; N  (Numeric value)

INPUT “What is your name?”; N$ (String value)

Print

The PRINT statement is used to display the output on the screen. The text messages 
can also be printed by using PRINT statement. The messages given in 

Syntax:  Print “Message”  a variable or constant

For example,

 Print N

 Print “My Name is”; N$

 Print “Hello”, “Kids!”

 Print 5+2 Enter

Always close the message in quotes 
(“ ”) and separate the message and 
variable name with semicolon (;).

REMEMBER

QBASIC is the most popular computer language for beginners. It was invented by 
John George Kemeny and Tom Kurtzas in 1963.

INFOBITI
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Learning Outcomes
The students will be able to:

	z Identify the components of a QBasic screen
	z Write a QBasic program using commands
	z Write comments in the program

ICT Vocabulary

Programming language  Program Mode  Immediate Mode  Syntax   
If-then-Else
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QBasic 7
Assignment-7

A.	 Tick () the correct option. 
1.	 QBasic is a 

i) Programming language	     ii) Text document	 iii) Presentation software

2.	 This key is used to execute the program in QBasic 

i) F10	 ii) F12	 iii) F5

3.	 The  command used to terminate the program is

i) End	 ii) Print	 iii) LET

4.	 QBasic window is divided into parts

i) two                      	 ii) three                 	 iii) four\

5.	 QBasic was invented in 

i) 1963                    	 ii) 1973                   	 iii) 1983

B.	 Fill in the blanks.
1.	 A QBASIC screen is also called _______________________.

2.	 The __________ command is used to clear the screen.

3.	 Rem statement is used to write ________________ in the program.

4.	 In ________________ mode of QBasic program, the commands are 
executed immediately when enter key is pressed.

5.	 __________ statement is  used to assign a value to the variable.                                                                    

C.	 Answer the following. 
1.	 What is a computer program? How are they written?

	

	

	

2.	 What is the full form of QBASIC?
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3.	 What are the features of the QBasic program?

	

	

	

4.	 Describe the two parts of the QBasic window.

	

	

D.	 Explain the following QBasic program.      
1.	 GoTo

	

	

2.	 If-Then-Else

	

	

3.	 Print 

	

	

E.	 Write the functions of the following QBasic commands in short.      
1.	 CLS		  ____________________________________________________ 

2.	 LET 		 ____________________________________________________

3.	 REM 	 ____________________________________________________

4.	 END 	 ____________________________________________________
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Unit-4 Coding and Programming
	 Coding in Scratch

Discussion questions
	 What is Scratch program?
	 How to create a Scratch program?
	 Can Scratch be used to create a program 

on Arithmetic operations?
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Skills
	z Understanding the features of Scratch programming
	z Creating Scratch program using different blocks
	z Applying new themes and backgrounds
	z Modifying sprites               

Learning Goals
	z Knowledge of creating a Scratch program
	z Understand the role of different blocks in Scratch

Step by Step Method
	z The students have already learned about Scratch programming in the earlier 

class. You may ask them what computer program is. Then you may start the 
topic asking if they remember about Scratch program. Tell them it is created 
using blocks and sprites.

	z Explain them that stage is the area on the screen where the sprite moves. 
Explain them how new blocks can be created and their functions can be defined.

	

80

Changing Backdrop
1. Click on the change backdrop icon.
2. Choose the backdrop of your choice from the backdrop library.
3. Click OK

2

3

Coding in Scratch8

Explain the students how backdrop of a Scratch program can be changed. 
Tell them they should select a background which suits their theme.
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	z Guide them to make a program of their choice with the help of the instructions 
in the chapter.

Learning Outcomes
The students will be able to:

	z Create a Scratch Program
	z Change the sprite and background of the program
	z Use different blocks effectively 

ICT Vocabulary

Duplicate icon  Backdrop library  Events  Motions 

 

82

2. From Motions select go to block.

To make the apple fall in the bowl, follow the steps.

2

1

1. From the Events select the green 
 ag block to make coding for the 
steps:

3. Now select More Blocks 
to make a speci c block.

4. Select Make a Block.

A purple block will appear in which you can type the name of the block of your 
choice. 

Purple box Write the name you like.

Click Ok

3

4

82

2. From Motions select go to block.

To make the apple fall in the bowl, follow the steps.

2

1

1. From the Events select the green 
 ag block to make coding for the 
steps:

3. Now select More Blocks 
to make a speci c block.

4. Select Make a Block.

A purple block will appear in which you can type the name of the block of your 
choice. 

Purple box Write the name you like.

Click Ok

3

4

While explaining this, tell the students that ‘More’ blocks can be used to 
make a new blocks of their choice. Ask them to use them wisely in their 
program.
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Coding in Scratch 8
Assignment-8

A.	 Tick () the correct option. 

1.	 The place where the Sprite moves is

i) Stage	 ii) Block	 iii) Bowl    

2.	 The default sprite is 

i) Pumpkin	 ii) Cat	 iii) Apple

3.	 To stop the game click on this icon 

i) View	 ii) Run	 iii) Stop

4.	 To create more icons of the same type you will select this block.

i) Forever	 ii) More	 iii) Duplicate

5.	 The stage is a plane with

i) 2 dimensions       	 ii) 3 dimension          	 iii) 4dimension

6.	 The center stage has coordinates

i) x and y                   	 ii) y and z                    	 iii) x and z

B.	 Write the steps for Scratch program.

1.	 Changing background of a game.

	

	

	

2.	 Selecting sprites for a game.
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C.	 Answer the following. 
1.	 What is Scratch programming?

	

	

	
2.	 Describe a stage.
	
	
	

3.	 What is the use of a duplicate icon? 	

	
	

4.	 Can a user create a block on his own? How?
	
	
	

D.	 Fill in the blanks. 

1.	 The stage is ___________________ steps wide.

2.	 The blocks given in the script are used for _________________. 

3.	 For every sprite, there will be different ______________ and ________________. 

4.	 Scratch was particularly created for ______________________. 

5.	 360 steps are the ______________ of the stage. 
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Unit-5 Cyber Safety and Internet
	 Internet Web Browser

Discussion questions
What are the applications of the Internet?
How do you get Internet on smart phones?
How can you make your search on the Internet easier 
and quicker?
What care should one take while using the Internet?
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Skills
	z Understanding what Internet is
	z Connecting to the Internet
	z Learning to use Web Browser

Learning Goals
	z Get familiar with the different uses of the Internet
	z Learn about the different options to connect to the Internet
	z Learn to search information on the web browsers

Step by Step Method
	z Tell the students that we are connected to people and places far and wide with 

the help of the Internet. Ask them if they use Internet on their parents’ smart 
phones. Talk about the different uses of the Internet. Ask the students how they 
have seen their parents use this facility to mail, create files, pay bills and make 
holiday reservations. Ask them how they use it for their online classes and for 
completing their homework.

	z Explain what a web browser is. Explain how to open a web browser and find 
the relevant information. Tell them they should use the Internet only under the 
supervision of adults.

	z At this stage, you may make them aware of some cyber threats and crimes and 
guide them to report about them to their parents.  

Learning Outcomes
The students will be able to:

	z Connect to the Internet through modem or smart phone
	z Open a web browser and search for information using keywords
	z Use the Internet under the supervision of an adult and inform them of any 

misconduct witnessed

ICT Vocabulary

Web browser  Modem  Search engines  Broadband  Internet Service providers              
Keywords 

Internet Web 
Browser9
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Internet Web Browser 9
Assignment-9

A.	 Tick () the correct option. 

1.	 Which of these is not a web browser?

i) Safari	 ii) Google Chrome	 iii) Microsoft

2.	 These use tethering software to connect to the Internet.

i) Smart phones	 ii) Broadband	 iii) Landline

3.	 Google and Yahoo are examples of 

i) Broadband	 ii) Search engines	 iii) Keywords

4.	 It is a technique of high-speed data transmission

i) smartphone         	 ii) ISP 	 iii) broadband 

5.	 Wireless broadband is a good option for rural

i) offices                   	 ii) schools	 iii) homes

6.	 The center stage has coordinates 

i) x and y                   	 ii) y and z	 iii) x and z     

B.	 Fill in the blanks.

1.	 ____________ is the network of networks.

2.	 ________________ are the main words which you type to search web pages.

3.	 Any web page name in the list is known as a ___________.

4.	 Wireless Internet access does not require a ________________ between the 

System and the USP.

5.	 The Search engine uses a program ‘__________’ and shows web pages which 

contain words in our query.
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C.	 Answer the following.

1.	 What is Internet? How is it useful?

	

	

2.	 How can you connect the Internet through a modem or a broadband?

	

	

3.	 What is a web browser? 

	

	

4.	 Define world wide web. 

	

	

5.	 What are search engines? How can we use it?  

	

	

D.	 Write the steps for the following:

1.	 Opening a web browser

	

	

2.	 Accessing websites

	

	


